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Notice Page:   
   
The information given in this Faculty Handbook of Saint Mary's College of California is accurate as 
of July 20056.  The provisions relating to the terms and conditions of faculty employment were 
approved by the Board of Trustees on May 20 19, 20056, to be effective July 1, 20056.   
 
This is the Faculty Handbook referred to in the Faculty Letters of Appointment.  To the extent that 
there is a conflict between the contents of the Faculty Handbook and those of any other faculty 
manuals or handbooks, including but not limited to the Schools of Education and Extended 
Education, and the Graduate Business Program, this Faculty Handbook takes precedence.  When a 
faculty member has been authorized to act in an administrative capacity (such as 
President, Provost, Vice Provost, Dean, Department Chair/Program Director), to the 
extent that the person’s job responsibilities are not pedagogical but administrative and 
supervisory, the relevant portions of the Staff Handbook apply and take precedence. 
 
 
1.4.1   THE PRESIDENT 
 
The President is appointed by the Provincial of the West Coast Province of the Brothers of the 
Christian Schools for a four-year term, renewable, and is responsible to the Board of Trustees.  He 
is the chief executive and administrative officer of the College, and is vested with full and final 
authority in all matters pertaining to its government, educational programs, auxiliary services, and 
financial operations, within the limitations imposed by the approved policies of the Trustees, and 
the Charter and Bylaws of the College.  He appoints the principal administrative officers of the 
College, and approves the appointment and retention of other administrative officers.  He 
authorizes all faculty appointments, issues all contracts, and confers all promotions and tenure, 
informed by the recommendation of the Provost, who is advised by the appropriate academic 
officers and the Rank and Tenure Committee.   He also approves all policies affecting non-
academic personnel of the College.  He is an ex-officio member of all College committees. 
 
The administrative staff of the President consists of the Provost and the Vice Provosts (Academic 
Affairs, Student Life, and Enrollment Services), the Vice Presidents (Administration and Chief 
Financial Officer, Advancement and Planning, College Communications), the Dean for Mission, 






1.4.2.1  VICE PROVOST OF ACADEMIC AFFAIRS 
 
[Description pending after consideration by the Academic Senate during the 2005-2006 academic 
year.] The Vice Provost for Academic Affairs is the chief academic Officer for 
undergraduate programs and is vested with authority commensurate with this 
responsibility.  In consultation with the Deans of the Schools, the Vice Provost for 
Academic Affairs coordinates all activities related to undergraduate academic 
programming, including the appointment of new tenure-track faculty.  The Vice Provost 
for Academic Affairs collaborates with other Vice Provosts, Academic Deans, the Academic 
Senate and the Educational Policies Board in designing and implementing policies for the 
traditional undergraduate programs.  The Vice Provost for Academic Affairs reports to the 
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Provost of the College and serves on the Provost’s Council, the President’s Cabinet, the 
Budget and Planning Committee, and the Provost’s Councils of Deans. 
 
 
1.4.2.2.2  Dean of Intercollegiate Nursing Program 
 
Jointly appointed by Saint Mary's College and Samuel Merritt College, the Dean is the chief 
academic officer of the Intercollegiate Nursing Program and is vested with the commensurate 
authority and responsibility for the curriculum and for all aspects of academic policy and its 
implementation.  The Dean recommends to the Vice Provost of Academic Affairs the 
appointment, promotion and retention of jointly appointed administrative staff and faculty; 
consults with the Vice Provost in all matters relating to substantive revision of the academic 
policies and of the program; collaborates with the other Deans in matters of mutual concern and 
especially with those involving overlapping policies, programs and faculty.   
 
 
1.4.2.2.3 2  Dean for Academic Resources/Director of the Library   
 
The Dean for Academic Resources is responsible, in collaboration with the Deans of the Schools, 
for the development, programming, and administration of the information and learning resources 
of the Saint Albert Hall Library, including Media Services, and the Hearst Art Gallery.  The Dean is 
responsible for the quality, allocation, and evaluation of collections, services, facilities, and staff in 
support of the academic learning environment.  The Dean determines an appropriate balance 
among print, image, and electronic academic resources which make up these collections through 
broad-based collaboration with librarians, faculty and administrative staff. 
 
1.4.2.2.4 3  Dean of Academic Advising and Achievement 
 
The Dean of Academic Advising and Achievement is responsible, in collaboration with the 
appropriate Deans of the Schools and the Dean for Student Life, for development, 
implementation, and evaluation of the program of academic advising and related services for 
undergraduate students; for supervision and coordination of the Minority Students program, the 
Academic Support and Achievement programs, and the High Potential program.  The Dean is 
assisted by the coordinators and directors of the above-named programs.  
 
1.4.2.2.5 4  Dean for Academic Development 
 
The Dean for Academic Development is responsible, in collaboration with the Deans of the 
Schools and the Registrar, for such services as: review of projected undergraduate departmental 
offerings, tracking the Continuous Action Plan (the strategic plan for the academic programs of the 
College), major WASC recommendations, the five-year plans generated by program reviews in each 
academic area; strategic planning for new academic initiatives; and implementation of the Academic 
Honor Code as well as academic probation and disqualification policies.  The Dean handles the 
student evaluations of faculty and courses and student grievances on academic issues.  The Dean 
prepares for publication the College Catalog, the Faculty Handbook, the academic committee master 
list, and responds to college-wide requests for academic information or assistance. 
 
1.4.2.2.6 5  Dean for Mission and Faculty Development 
 
The Dean for Mission and Faculty Development reports to the Provost and is responsible for 
promoting among faculty, students, staff, and others associated with Saint Mary’s College an 
understanding of and commitment to the Mission of the College through various activities such as 
sponsoring speakers, convening reading groups, hosting summer institutes, etc.  The Dean also 
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reports to the President on Mission-related activities that include coordination with the Christian 
Brothers’ District of San Francisco Action Plan as related to Saint Mary’s College.  Other duties 
include designing and implementing faculty development programs and activities that support 
effective teaching and scholarship, developing and coordinating new faculty orientation and 
support activities, promoting among faculty a culture of shared inquiry, social justice, and diversity 
for purposes of educational effectiveness, and overseeing various student and faculty funding 
sources such as the Faculty Development Fund, the Student Research and Development Grants, 
and the Collaborative Student/Faculty Summer Research Awards.  The Dean also reports to the 
Vice Provost of Academic Affairs as needed in regard to traditional undergraduate services and sits 
on the Provost’s Academic Council of Deans, the Campus Deans Committee, the Council of 
Deans of Traditional Undergraduate Programs, and the Cummins Institute. 
 
1.4.2.2.7 6  Associate Dean, School of Economics and Business Administration 
 
The Associate Dean of the School of Economics and Business Administration’s primary 
responsibilities are in the areas of strategic planning and budget management.  The Associate Dean 
also fulfills other functions assigned by the Dean of the School to whom he/she reports. 
 
1.4.2.2.8 7  Associate Dean, School of Education 
 
The Associate Dean of the School of Education ensures the quality of academic programs, 
coordinates the implementation of academic policies and procedures, coordinates accreditation and 
program approval activities, makes recommendations regarding admissions criteria and program 
standards, and oversees development and revisions of the School bulletin, student Handbook, 
Adjunct Faculty Handbook, and policy/procedures manual.  The Associate Dean implements 
policies related to student affairs, probation and disqualification, student evaluations of 
faculty/courses, and student grievances on academic issues.  The Associate Dean supervises the 
Credential Analyst and various coordinators, chairs the School of Education Academic Policies and 





1.4.2.2.5  Dean for Mission and Faculty Development 
 
The Dean for Mission and Faculty Development reports to the Provost and is responsible for 
promoting among faculty, students, staff, and others associated with Saint Mary’s College an 
understanding of and commitment to the Mission of the College through various activities such as 
sponsoring speakers, convening reading groups, hosting summer institutes, etc.  The Dean also 
reports to the President on Mission-related activities that include coordination with the Christian 
Brothers’ District of San Francisco Action Plan as related to Saint Mary’s College.  Other duties 
include designing and implementing faculty development programs and activities that support 
effective teaching and scholarship, developing and coordinating new faculty orientation and 
support activities, promoting among faculty a culture of shared inquiry, social justice, and diversity 
for purposes of educational effectiveness, and overseeing various student and faculty funding 
sources such as the Faculty Development Fund, the Student Research and Development Grants, 
and the Collaborative Student/Faculty Summer Research Awards.  The Dean also reports to the 
Vice Provost of Academic Affairs as needed in regard to traditional undergraduate services and sits 
on the Provost’s Academic Council of Deans, the Campus Deans Committee, the Council of 
Deans of Traditional Undergraduate Programs, and the Cummins Institute. 
 
July 2006 
1.4.3   VICE PROVOST FOR STUDENT LIFE  
 
The Vice Provost for Student Life is appointed by the President in consultation with the 
Provost for a term mutually agreed upon, and is responsible to the President and the 
Provost.  As the chief administrative officer for student life, the Vice Provost is charged 
with facilitating the development of traditional undergraduate students in a manner which 
complements and completes their academic curriculum and serves the Mission of the 
College.  The Vice Provost is vested with authority commensurate with the following 
responsibilities: the supervision of the student life educators, administrators, and staff in 
the areas of Student Life, Residence Life, Student Involvement and Leadership, Mission, 
Public Safety, Wellness, New Student Programs, Women’s Resource Center and Delphine 
Intercultural Center. The Vice Provost recommends to the President the appointment, 
promotion, and retention of the administrative staff. The Vice Provost is a member of the 
President’s Cabinet and an ex-officio member of all committees in the area of student life.  
 
The administrative staff of the Vice Provost for Student Life includes the Associate Dean of 
Student Life for Residence and Community Life, the Assistant Dean of Student Life for 
Student Involvement and Leadership, the Assistant Dean of Student Life for Mission, the 
Director of Public Safety, the Director of Wellness, the Director of New Student Programs, 
the Director of the Women’s Resource Center and the Director of the Delphine 
Intercultural Center.  
 
 
   +Associate Dean of Student Life for Residence and Community Life  
 
The Associate Dean is responsible to the Vice Provost for Student Life and provides 
administrative and direct oversight of the Office of Residence Life.  The Associate Dean 
and the Residence Life staff establish policies, programs and procedures that facilitate 
students’ intellectual and spiritual development as active members of the diverse college 
community.  The administrative staff of Residence Life includes the Associate Director for 
Community Life, Assistant Director for Residential Living, Assistant Director for 
Residential Programming, Housing Coordinator, Resident Directors, and Resident 
Advisors. 
 
Associate Director for Community Life 
 
The Associate Director reports to the Associate Dean of Student Life and has the overall 
administration and management of the student discipline process and the associated 
protocols with specific attention to non-academic cases as well as facilitating the 
Disciplinary Hearing Boards and Peer Councils.   
 
   Assistant Director for Residential Living 
 
The Assistant Director reports to the Associate Dean of Student Life and has primary 
responsibility for creating and leading a living and learning environment in the residence 
halls and coordinating staff selection for Residence Life. 
 
Assistant Director for Residential Programming 
 
The Assistant Director reports to the Associate Dean of Student Life and has primary 
responsibility for promoting and implementing intentional programming for on-campus 





The Housing Coordinator reports to the Associate Dean of Student Life and has primary 




   +Assistant Dean of Student Life for Student Involvement and Leadership  
 
The Assistant Dean of Student Involvement reports to the Vice Provost for Student Life and 
advises and coordinates the student government, clubs and media, appoints the 
faculty/staff moderators for all registered student clubs and coordinates multi-cultural, 
social and co-curricular events and programs for the undergraduate student body. The 
Assistant Dean is responsible for the development, implementation and oversight of a 
comprehensive student leadership development program. 
 
 
   Director of the Delphine Intercultural Center 
 
   The Director of the Delphine Intercultural Center reports to the Assistant Dean for   
Student Involvement and Leadership and promotes a learning environment which 
embraces diversity, fosters acceptance and creates an inclusive community through co-
curricular programs, outreach, support services and resources.  
 
   +Assistant Dean of Student Life for Mission  
 
The Assistant Dean of Student Life for Mission reports to the Vice Provost for Student Life. 
The Assistant Dean works to ensure that co-curricular programs are rooted in the College’s 
mission as a Catholic, Lasallian, and liberal arts institution. 
 
 
   +Director of Public Safety 
 
The Director of Public Safety reports to the Vice Provost for Student Life and coordinates 
campus safety and security matters, establishes and enforces parking and traffic 
regulations, coordinates crime investigation and reporting, and facilitates emergency and 
natural disaster operations. 
 
 
   +Director of Wellness 
 
The Director of Wellness reports to the Vice Provost and provides administrative, 
operational and programmatic oversight for the following functional areas: Medical 
Services, Counseling Services, and Health Promotion and Prevention Services. Under the 
leadership of the Director, Medical Services provides high quality primary care services; 
Counseling Services provides individual, couple, and group counseling, as well as crisis 
intervention and consultation; and Health Promotion and Prevention Services offers 
educational and peer-facilitated, co-curricular programs and services to the campus 
community.  
 
   Assistant Director of Medical Services 
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The Assistant Director coordinates the provision of medical care and education, especially 
for minor illness or injuries, and health and wellness education and promotion activities.  
 
   Assistant Director of Counseling Services 
 
The Coordinator coordinates counseling services for students on an individual and group 
basis; consults with student life educators, administrators and staff as well as with faculty 
regarding student emotional, behavioral and psychological concerns; provides alcohol and 
drug education programs as well as other relevant workshops and group presentations.  
 
Coordinator of Health Promotion & Education 
 
The Coordinator oversees the delivery of educational, co-curricular programs, tools and 
activities which encourage and promote student health; also supervises the Peer Education 
Network program. 
      
 
   +Director of New Student Programs 
 
Reporting to the Vice Provost for Student Life, the Director has primary responsibility for 
supporting the successful transition of new students into the College and for leading the 
Student Life area (in collaboration with Undergraduate Academics and Enrollment) in 
sustaining and creating collaborative programs that enhance student learning and success.  
 
 
   +Director of the Women’s Resource Center 
 
The Director of the Women’s Resource Center reports to the Vice Provost for Student Life 
and promotes a campus environment where students, especially women students, are 
encouraged to seek gender-related information and exchange views.  Additionally, the 
Director coordinates the provision of relevant educational programs and activities and 
coordinates the Sexual Assault Crisis Response Team. 
 
    
1.4.6   VICE PRESIDENT FOR COLLEGE COMMUNICATIONS/VICE PROVOST FOR                     
   ENROLLMENT                                      
 
The Vice President for College Communications and Vice Provost for Enrollment is 
appointed by the President and Provost for a term mutually agreed upon and is responsible jointly 
to the President and Provost.  As the administrative officer primarily responsible for the enrollment 
and retention of students (recruitment, admission, financial aid, registration, progress towards 
degree) and both external and internal communications and marketing (marketing, media relations, 
community and government relations, creative services), the Vice Provost and Vice President is 
vested with authority commensurate with such responsibility.  The Vice Provost and Vice President 
recommends to the President and Provost the appointment, promotion and retention of the 
administrative staff in College Communications and Enrollment Services and appoints other 
staff. The Vice Provost and Vice President is a member of the President’s Cabinet, the Provost 
Council, the College Budget and Planning Committee, and is an ex-officio member of all 
committees in the areas of recruitment, admission, financial aid, registration, college 
communication and marketing, and retention.  The administrative staff of the Vice President for 
College Communications and Vice Provost for Enrollment are the Dean of Admissions, the 
Registrar, the Director of Financial Aid, and the Director of College Communications. 
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1.5  ORGANIZATIONAL CHARTS  
1.5.2.1  THE VICE PROVOST OF ACADEMIC AFFAIRS 
 
There was no previous organizational chart; this is the first one approved be the Academic Senate in 
conjunction with the Vice Provost and Provost. 
 
 
1.6.1.2.1.1  Responsibilities of the Academic Senate and Relationship to the Campus Community: 
 
1. Faculty bodies may respond to, provide information for and/or refer recommendations to the 
Academic Senate (see Executive Meetings, section 1.6.1.2.9.1, and General Meetings 
1.6.1.2.9.2).  These reports and recommendations are submitted to the Provost.  The Provost 
will keep the Senate informed of action taken. When the Provost has chosen not to act or to 
act contrary to the Senate recommendations, the Provost informs the Senate of his/her 
reasons.  
 
2. From time to time, the Academic Senate will make recommendations to the Provost 
concerning governance structures at the College.  The Provost will review the 
recommendations and if he/she concurs, he/she will forward these recommendations to the 
President. 
 
3. The Academic Senate defines the procedures and membership of faculty councils and 
committees of the College.  The Academic Senate has these responsibilities for the following 
committees, councils and governing boards: the Academic Senate, Educational Policies Board, 
Rank and Tenure Committee, Academic Administrators Evaluation Committee, the Saint 
Mary’s College-Samuel Merritt College Interinstitutional Council, Grievance Committee, 
Faculty Welfare Committee, Faculty Elections Committee, Committee on Teaching and 
Scholarship, the Faculty Bookstore Committee, and Library Committee.  (Regarding how 
changes are approved for the Faculty Handbook, see section 1.8.)  
 
4. In consultation with the Academic Senate, the President defines the responsibilities and the 
procedures for the selection and appointment of the Provost.  In consultation with the Senate, 
the Provost defines procedures for the selection, appointment, and evaluation of the Vice 
Provost of Academic Affairs and the Deans. The actual appointment of the Vice Provost of 
Academic Affairs is made by the President, in consultation with the Provost (see section 
1.4.2.1). 
 
5. The Academic Senate establishes faculty qualifications for election to office and for voting, and 
defines the responsibilities and the procedures for faculty selection, appointment, promotion 
and tenure, sabbaticals, grievance, retirement and separation from the College. 
 
6. The Senate’s actions are of two kinds: those for which the Senate has full authority to act, such 
as faculty committee membership and procedures; those which are sent to the Provost for 
consultation, approval, or disapproval. 
 




b. Any motion of the Senate regarding academic programs of the College is sent to the 
Provost for approval, disapproval, or further consideration.  The Provost will act within 60 
working days.  Requests which are forwarded to the Academic Senate by the Provost  will 
be acted upon within 90 school days. 
 
 
1.7.2.1   President’s Cabinet 
 
The President’s Cabinet is concerned with the ordinary management of the College and the 
coordination of all its administrative areas.  Members are the President, the Provost, the Vice 
Presidents, the Vice Provosts, the Dean for Mission, the Executive Assistant to the President, and 
the General Counsel.  Faculty, administrators, students and others participate by invitation or by 
request. The President’s Cabinet meets at the discretion of the President. 
 
 
1.7.3.4  Council of Deans of Adult and Graduate Programs 
 
Role:  The Council of Deans of Adult and Graduate Programs advises the Provost regarding matters 
pertaining to their various programs, especially regarding long-range planning and strategic 
initiatives, student services, and budget priorities. 
 
Membership: 
- Provost, chairperson 
- Vice Provost of Academic Affairs, as necessary 
- Dean of SEBA 
- Associate Dean of SEBA, as necessary 
- Director of Graduate Business Programs 
- Director of Operations, School of Extended Education 
- Dean of SEED 
- Dean of SOE 
- Dean of SOLA 
- Dean for Academic Development 
- Dean for Academic Resources/Director of Library 
- Chair of Graduate Policies Committee of the Educational Policies Board 
 
The Provost may augment the Council membership as appropriate by inviting other administrators 
and faculty to participate in a specific meeting.   
 
The Council of Deans of Adult and Graduate Programs meets twice a month. 
 
1.7.3.5   Rank and Tenure Committee 
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Role:  The Rank and Tenure Committee makes recommendations to the President on tenure and 
promotion, and makes recommendations to the Provost on reappointment subsequent to interim 
reviews.  (For procedures, see section 2.6.2.2.) 
 
Membership:  
- one tenured representative each from the School of Liberal Arts, Science, Economics and 
Business Administration, Education, and Extended Education, elected for a three-year term, 
one or two elected each year so that the terms are staggered; 
 
- four members-at-large (undergraduate or graduate), elected for three-year staggered terms; 
 
- a chairperson (with vote), elected from the above nine seven regularly elected members; the 
chair will retain the representation for which he/she was elected, i.e., School or member-at-
large. 
 
- Provost (ex-officio, non-voting) 
 
The elections for the members-at-large and for the alternates shall be conducted as follows: 
In the nominating balloting, each faculty member nominates up to four people.  The final 
ballot consists of the four faculty receiving the most votes on the nominating ballot.  On the 
electing ballot, each faculty member votes for one two.  The person receiving the highest 
number of votes becomes a member-at-large on the Committee, and the person receiving the 
second-highest number of votes becomes an alternate. 
If any person serving on the Committee (School representative or at-large member, or 
alternate) is required to leave the Committee permanently within the first two months of the 
Committee’s sessions, a replacement election must be held. 
 
If any member serving on the Committee (School representative or at-large member, or 
alternate) becomes ineligible to serve due to sabbatical or leave of absence, or is to be 
considered for promotion during a year when that member would have been on the Rank and 
Tenure Committee, a replacement election must be held. 
 
Election Procedures:  Faculty Positions Other Than Chair 
 
1. After coordinating with …                                                                                 
 
2.  Balloting is conducted ... 
 
3. The initial ballot is ... 
 
4. The election ballot contains the names of the nominees.  The nominee receiving the largest 
number of votes is elected.  If the election is for a member-at-large, the runners-up 
become the alternate members of the Rank and Tenure Committee. 
 
Election Procedures: Chairperson 
 
1. On or before February 1, the current faculty members of the Rank and Tenure Committee 
meet to hold an election for the position of chair of the Committee for the following academic 
year. (See 1.7.3.5., Faculty Qualified for Election, 4.)  
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a. At that meeting all current faculty members of the Committee who have actively served 
during that term must be present.  An alternate may participate only if that alternate has 





1.7.3.6      Educational Policies Board 
 
Membership:  The Educational Policies Board is composed of 20 to 21 members and a chairperson.  
The vice chairperson assumes the office of chairperson after serving one year as vice chairperson.  
The chairperson becomes past chairperson in the year following service as chairperson.  The 
chairperson, vice chairperson, and the past chairperson, form an Executive Council for the 
purposes of committee appointments and coordination of the responsibilities and activities of the 
entire Board. 
 
All faculty members elected to the EPB must satisfy the Qualifications for Election (see section 
1.6.1.1.4).   
 
- chairperson (Tenured) 
- vice chairperson (Tenured chairperson elect) 
- past chairperson (in the year following service as chairperson) 
- one Academic Dean appointed by the Academic Vice President (non-voting) 
- four tenured faculty members, one elected from each of the undergraduate Schools of Liberal 
Arts, Science, Economics and Business Administration, and Extended Education 
- four faculty members to be elected at-large  
- four tenured faculty members, one elected from each of the graduate programs of  the Schools 
of Liberal Arts, Economics and Business Administration, Extended Education, and Education 
- one or two faculty members appointed as needed by the EPB Executive Council to fill 
Committee positions for undergraduate and/or graduate program faculty not filled by the 
regular election process 
- a representative of the 2+2 nursing program, as appointed by the Dean of the School of 
Science (nonvoting) 
- librarian or appointed designee (non-voting) 
- the vice chairperson of the Academic Senate (non-voting) 
- Director of Collegiate Seminar (non-voting) 
- Jan Term representative (non-voting) 
 
 
1.7.3.7   Saint Mary's College-Samuel Merritt College Interinstitutional Council 
 
Role:  The Interinstitutional Council facilitates coordination of the Intercollegiate Nursing Program.  
It advises the Dean of the Intercollegiate Nursing Program on the program in such areas as: 
 
1. Approval of specific degree requirements and major curricular revisions within the context of 
the Agreement between the two parent institutions; 
 
2. Academic policies and procedures (e.g., grading appeals and grievances, withdrawals, student 
disqualification from the program); 
 
3. Communication and dissemination of information; 
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4. Program coordination:  long-range planning, program evaluation, joint publications and 
ceremonies, accreditation and special reports, operational activities (recruitment, admissions, 
records, student services). 
 
The Dean of the Intercollegiate Nursing Program is responsible for making recommendations to 
the Educational Policies Board and to the Academic Senate, as pertinent. 
 
Meetings:  The Interinstitutional Council meets at least three times per year.  The chairperson may 
schedule additional meetings. 
   
    
   Membership: 
- Dean of the Intercollegiate Nursing Program, chairperson (Merritt) 
- Chairperson, Undergraduate Nursing Program (Merritt) 
- Director, Recruitment and Admissions (Merritt) 
- Director, Student Affairs (Merritt) 
- Registrar (Merritt) 
- two faculty members appointed by the Academic Dean (Merritt) 
- student representative appointed by the Student Body President (Merritt) 
- Academic Vice President and Provost, ex-officio (Merritt) 
- Vice Provost, Student Life (Saint Mary’s) 
- Dean, Admissions (Saint Mary’s) 
- Registrar (Saint Mary’s) 
- Academic Advisor, Nursing (Saint Mary’s) 
- faculty member appointed by the Provost (Saint Mary's)  
- student representative appointed by Student Body President (Saint Mary’s) 




1.7.3.8 7  Library Committee 
 
Role:  The Library Committee serves as an advisory resource to the Director of the Library.  The 
chairperson of the Library Committee serves as a liaison between the Director of the Library and 
the Academic Senate.  The chairperson of the Library Committee reports to the Academic Senate 
on the following issues: 
 
1. Relations between the professional library staff and other segments of the College; 
 
2. Acquisitions and collection development; 
 
3. Budgetary needs; 
 
4. Public services of the library. 
 
   Membership:  
- four ranked undergraduate faculty members, one each from the Schools of Liberal Arts, 
Science, Economics and Business Administration, and Extended Education, appointed by the 
Deans of the respective Schools for two-year renewable terms, appointments to be staggered 
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- one ranked graduate faculty member, appointed by the chairperson of the Educational Policies 
Board, for a two-year term  
- one professional librarian, appointed by the Director of the Library, for a two-year term 
- one graduate student, appointed by the chairperson of the Educational Policies Board  
- one undergraduate student, appointed by the Student Body President, ASSMC 
- one undergraduate student from the School of Extended Education, elected by the class 
representatives 
- Director of the Library 
 
Meetings:  The Library Committee meets four times per academic year.  Additional meetings may be 
called by the Academic Senate, the chairperson of the Academic Senate or at the request of a 
majority of the Committee.  The Committee elects its own chairperson from among its sitting 
faculty members.  The chairperson, in consultation with the Director of the Library, prepares the 
agenda for Committee meetings. 
 
1.7.3.98   January Term Committee 
 
Role:  To recommend to the Dean of the School of Liberal Arts guidelines and policies for the 
January Term; to review proposals for courses offered during that term, including independent 
study proposals; to supervise catalog publication for each January; to evaluate preregistration results 
for that term; to recommend policy regarding coordination with other 4-1-4 colleges; to 
recommend and review other academic activities undertaken in January; to review and evaluate 
each January Term at its conclusion.   
 
   Membership: 
- Director of the January Term (chairperson) 
- four ranked faculty members appointed by the Dean of the School of Liberal Arts for three-
year (staggered) terms 
- one student appointed by the Student Body President 
- Dean for Academic Development, ex-officio 
- Registrar, ex-officio 
 
1.7.3.10 9   Committee on Academic Appeals 
 
Role:  A faculty/student committee which hears appeals from undergraduate students regarding 
decisions concerning academic regulations and standards affecting them individually.  A standing 
committee, it is convened and chaired by the Dean for Academic Development, at the request of 
the student: 
 
1. To hear appeals regarding decisions of the Dean of the School or of the Registrar (and 
approved by the Dean of the School) concerning courses, standards, academic regulations and 
requirements for graduation; 
 
2. To hear appeals regarding grades given by instructors. 
 
Membership:  The Dean for Academic Development (ex officio and nonvoting), two or three ranked 
faculty members and three ranked alternates (including Christian Brothers currently teaching at the 
College), one each from the Schools of Liberal Arts, Science, and Economics and Business 
Administration, appointed by the past chair of the EPB for one year renewable terms; two students 
appointed by the Student Body President for one year renewable terms and confirmed by the 





1. When the student expects to appeal a decision by the Dean of his/her School and/or the 
Registrar, or to appeal a grade given by an instructor (see 1 and 2 above), the student must file 
a notification to that effect with the Dean for Academic Development within one month from 
the beginning of the next long term. (For procedures in the case of a charge of academic 
dishonesty, see Academic Honesty Policy, section 3.1.1.) 
 
2. The student is normally expected first to take his/her appeal to the instructor or administrator 
involved.  If the student is not satisfied with the outcome, he/she should next take the appeal 
to the department chairperson or to the appropriate academic administrator. 
 
3. If the matter is not resolved in step 2, the student will file a written statement of appeal with 
the Dean for Academic Development.  The Dean will notify the appropriate instructor, 
department chairperson, and the School Dean that an appeal has been filed. 
 
4. If the student decides not to pursue the appeal, he/she must advise the Dean for Academic 
Development that the notification and/or statement of appeal be withdrawn. 
 
5. The appeal must be brought to the Committee on Academic Appeals before one long term has 
elapsed since the term in which the cause for appeal occurred. 
 
6. The Committee will not consider an appeal until and unless all the above avenues of informal 
resolution have been pursued. 
 
7. The Dean for Academic Development serves as the nonvoting Chair for each appeal hearing. 
Representatives of the two principals (a faculty member chosen by the student—a Christian 
Brother on staff may also serve this role—and a ranked faculty member chosen by the other 
principal, or in the case of an appeal of a decision by the Registrar’s Office, a representative of 
that office not involved in the original decision) will present to the Committee the respective 
arguments of the two principals whom they represent.  The two principals do not attend the 
meeting unless requested to do so by the Committee. 
 
8. Minutes of the proceedings will be taken and kept on file in the Office of the Dean for 
Academic Development.  All proceedings and correspondence, and the minutes are 
confidential and will not be maintained in the student’s permanent academic record.   
 
9. In hearing an appeal, the Committee has authority to: 
 
a. set time limits on presentation by representatives of the two  principals; 
b. request written statements from the principals, if necessary; 
c. determine if the principals are to appear before it; 
d. consider during its deliberations all documents and any records considered by the initiating 
instructor or administrator; oral and/or written argument of both principals; additional 
evidence the Committee deems appropriate.   
 
10. The Committee, upon reaching a majority decision, has the authority in the individual case to 
instruct the Registrar to waive an academic regulation or requirement, make an exception to an 
academic standard, or to change a grade. 
 
11. The Dean for Academic Development gives written notification of the Committee’s decisions 
to the principals. 
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1.7.3.1110    International Programs Coordinating Committee 
 
Role: The International Programs Coordinating Committee coordinates, develops and recommends 
policies for all international studies undertaken by students at Saint Mary’s College as well as 
abroad.  The Committee provides leadership in international education, assuring that such activities 
are pursued in a coherent manner with attention to their being supported with appropriate 
resources in a fiscally responsible manner.  
 
   Activities supported by the Committee include, but are not limited to, the following: 
 
1. Cultivating and attracting international students by  
 
a. recommending policies which encourage international students to attend Saint Mary’s 
College; 
b. identifying and seeking scholarship funds for such students to study at Saint Mary’s 
College, in collaboration with the Development office. 
 
2. Encouraging cooperation with the Christian Brothers’ worldwide network by 
 
a. attracting graduates of Christian Brothers institutions worldwide to Saint Mary’s College;  
b. entering into collaborative programs with other Christian Brothers colleges and university. 
 
3. Encouraging an undergraduate and graduate curriculum at Saint Mary’s College that prepares 
students for work and service in an interdependent world by 
 
a. encouraging the study of cultures and languages both here and abroad; 
b. encouraging the clustering of existing courses to create area studies; 
c. encouraging the introduction of international perspectives in existing courses at the 
undergraduate and graduate levels. 
 
4. Encouraging faculty, staff, and student exchanges with other institutions internationally by 
 
a. hosting visiting Fulbright and Marshall Fellows; 
b. developing data bases for such exchange opportunities; 
c. fostering the development of foreign language competence among faculty, staff, and 
students. 
 
5. Supporting a Programs Abroad Committee which itself encourages students to study in foreign 
countries by 
 
a. recommending policies which encourage appropriate study abroad by students from Saint 
Mary’s College; 
b. advising the Registrar regarding specific study abroad programs; 
c. reviewing and approving student requests for study abroad for pre-approval of transfer 
credits;  
d. collecting materials from programs abroad which are consistent with Saint Mary’s College 
educational goals;  
e. evaluating and visiting specific programs. 
 
Members of the Programs Abroad Committee are:  
 
- Director of the Center for International Programs 
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- Registrar 
- four full-time faculty members, two from the School of Liberal Arts, one each from the 
Schools of Economics and Business Administration, and Science, appointed for three-year 
staggered terms by the chairperson of the Academic Senate (faculty to have a demonstrated 
interest in and knowledge about study abroad) 
 
The Programs Abroad Committee elects its own chairperson for a one-year term, renewable. 
 
    The Programs Abroad Committee meets a minimum of four times yearly.  
 




- Director of the Center for International Programs (chairperson) 
- Chairperson of Programs Abroad Committee 
- Coordinator of International Recruiting and Admissions 
- Director of Graduate Business Programs 
- Registrar 
- Dean of Academic Advising and Achievement 
- Dean of Admissions 
- four full-time faculty members appointed one each from the Schools of Liberal Arts, Science, 
Economics and Business Administration, and Education by the Deans of those Schools for 
three-year staggered terms, renewable. 
 
The Committee reports to the Vice Provost of Academic Affairs, who may appoint up to two 
additional members. 
 
1.7.3.12 11  Celebrating Diversity Committee 
 
Role:  The Celebrating Diversity Committee evaluates annually the degree to which Saint Mary’s 
College meets the ongoing recommendations and guidelines which promote diversity objectives, as 
outlined in the “Celebrating Diversity” document (May 21, 1991) and augmented by subsequent 
recommendations and reports.  The Committee provides an annual report to the President and the 
Academic Senate by August 1 regarding Saint Mary’s College’s progress toward compliance with 
the recommendations itemized under Areas I through V in the “Celebrating Diversity” document.  
 
   Membership: 
- two faculty members 
- two staff members 
- two administrators 
- one alumnus/alumna 
- one student 
 
The faculty and staff members and administrators are appointed by the President for three-year 
terms, staggered.  The alumnus/alumna is appointed by the President for a two-year term, and the 
student for a one-year term, renewable. 
 
1.7.3.13 12  Human Research Institutional Review Board 
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Role:  The Human Research Institutional Review Board (IRB) meets at least twice a year and 
regularly notifies the College community at-large concerning the responsibilities of faculty, student 
or administrative researchers whose projects involve biological and/or behavioral research using 
human subjects, in order to ensure that the procedures followed safeguard the rights and welfare of 
research subjects and comply with federal regulations.  
 
 The Committee’s responsibilities include: 
 
1. The formulation of guidelines and policies which meet federal regulations, incorporate the 
ethical concerns of the entire Saint Mary’s community, and reflect the particular needs of the 
College researchers.  These guidelines and policies are to be approved by the President of the 
College in consultation with his designee and the College’s General Counsel. 
 
2. The provision of information to researchers as to the appropriate means for protecting the 
rights and welfare of the subject, securing the effective, free, informed consent of the subject, 
and fulfilling federal, local and Saint Mary’s standards regarding human research. 
 
3. The review of all proposals for human research submitted to the Committee by faculty, student 
or administrative researchers to assure concordance with aforementioned guidelines.  The 
guidelines specify which research is included and which is exempt from the Committee’s 
consideration.  These guidelines are available on the College website. 
 
The Committee receives proposals from:  
 
a. All faculty and administrative staff conducting research involving human subjects, 
regardless of form, location, or whether or not it is funded.  If other institutional review 
has been made, e.g., by a hospital institutional review board, a copy of that review is to 
accompany the proposal.  
 
b. Students who carry out research projects involving human subjects.  Approval of the 
student’s protocol by the faculty member sponsoring and supervising the research is to 
accompany the proposal to the Committee. 
 
4. The maintenance of adequate records and confidentiality.  The preparation of a yearly report to 
the Dean for Academic Development on the research approved. 
 
   Membership: 
- two ranked faculty members from the School of Science 
- one faculty member from the School of Liberal Arts 
- one faculty member from the School of Education 
- at least one member from off-campus who is not a part of the immediate family of a person 
who is affiliated with the institution (Code of Federal Regulations 46.107(d)), ex-officio, 
appointed by the President 
- the College’s General Counsel, ex-officio, or other designee appointed by the President 
- the Dean for Academic Development, ex-officio 
 
The IRB elects its chairperson annually from among its membership.  Additional participants may 
be invited to advise the Committee as needed (e.g. The College’s Environmental Health and Safety 
Manager). 
 
All faculty members of the Committee are ranked faculty appointed by the Deans of their Schools.  
They are appointed for three-year terms, which must be staggered. 
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1.7.3.14 13  Faculty Development Fund Committee 
 
Role:  The Faculty Development Fund Committee reviews applications from undergraduate and 
graduate faculty members for awards from the Faculty Development Fund (see also section 2.10.2). 
 
Meetings:  The chairperson of the Committee calls meetings monthly to evaluate applications.   
 
   Membership: 
- Dean for Mission and Faculty Development (chairperson)  
- six ranked faculty members, one each from the Schools of Liberal Arts, Science, the 
undergraduate program of the School of Economics and Business Administration, the Schools 
of Education and Extended Education, and from the Graduate Business Programs, appointed 
by the Deans of the Schools. 
 
1.7.3.15 14  College Transitions Council  
 
The College Transitions Council will build upon work previously undertaken by the 
campus Spring Visit Program committee (overseeing the Overnight and Gael for a Day 
programs) and the Orientation committee.  The charge of the Council includes: 
 
• Establishing a campus-wide, collaborative approach to the planning and implementation of 
programs for new students 
• Developing a consistent theme to be carried through spring yield and orientation publications 
and programs 
• Creating a new student handbook for first-year Gaels 
• Continuing an emphasis on both the academic life of the College and involvement in co-
curricular activities  
• Extending coverage of the College’s mission and three traditions 
• Improving the integration of Orientation session IV, Transfer Orientation and International 
Student Orientation with Week of Welcome activities  
 
   Membership: 
 
- Dean for Academic Advising and Achievement (co-chair) 
- Senior Admissions Counselor (co-chair) 
- Student Intern for Admissions 
- Director of New Student Programs (co-chair) 
- Student intern for New Student Programs 
- Associate Dean of Liberal Arts 
- Associate Dean of Student Life for Residence Life 
- Assistant Dean of Student Life for Student Involvement  
- Assistant Dean of Student Life for Mission and Leadership 
- First Year Class President 
- Faculty member, appointed by the Vice Provost for Academic Affairs 
- Director of Collegiate Seminar 
July 2006 
- Director of Parent Relations 
- Director of Center for International Programs 
- Director of Articulation and Transfer/Associate Registrar 
- Assistant Registrar in charge of scheduling 
 
1.7.3.1615   Campus Athletic and Recreational Sports Committee 
 
The Campus Athletic and Recreational Sports Committee provides guidance for intercollegiate 
athletic programs of the College, as well as with the programs for sports clubs, intramural sports, 
and recreational activities for the general College community.  It is the responsibility of the 
Committee to review matters pertaining to these programs and to offer recommendations to the 
Director of Athletics, the Provost, and/or to the President of the College.  
 
   Meetings:  Meets at least three times during the academic year. 
 
   Membership: 
- Faculty Athletic Representative (appointed by the Provost), chairperson, one-year term 
- two faculty members (appointed by the Academic Senate), three-year terms 
- two administrator/staff members (appointed by the Provost or designee), three-year terms 
- four students (one man and one woman, appointed annually by the ASSMC President from the 
recreational sports program, and two representing, respectively, intercollegiate men’s sports and 
intercollegiate women’s sports, appointed annually by the Student-Athlete Advisory Committee 
from among its membership), one-year terms 
- Director of Athletics 
- Associate Director of Athletics for Compliance/Senior Woman Administrator 
- Assistant Director of Athletics and Recreational Sports 
 
1.7.3.17 16  Career Development Center Advisory Board 
 
The Career Development Center Advisory Board provides guidance and direction to the Career 
Development Center’s planning and placement activities. 
 
   Meetings:  Meets at least four times a year. 
 
   Membership:  
- Director of Career Development Center 
- Associate Director, Career Development Center 
- Dean, Student Life  
- Alumni Director 
- Director, Parent Relations 
- Career Counselor 
- Experimental Learning Coordinator 
- one faculty representative 
- one administration representative 
- two alumni 
- two undergraduate students 
- two representatives from the business community 
- a Career Placement Director from a local college/university 




1.7.5.6               Alcohol and Other Drugs Committee 
  
Reports to:  Dean of Student Life  Vice Provost of Student Life 
  
Membership:   
1.       3 appointed students (one appointed by the ASSMC President for a one academic year term, 
one appointed by the Assistant Dean of Student Life for Student Involvement for a two 
academic year term, and one student appointed by the Associate Dean of Student Life for a 
two academic year term) 
2.       2 appointed faculty (appointed by the Academic Senate Chair, one for a one-year term and one 
for a two-year term) 
3.       4 appointed staff (one appointed by the Associate Dean of Student Life, one appointed by the 
Assistant Dean of Student Life for Student Involvement, one appointed by the Director of 
Human Resources, one appointed by the Director of Athletics) 
4.       2 staff by-right-of position (Director of the Alumni Office, Health Educator from the Health 
and Wellness Center)  
The Budget Committee, which is advisory to the President, provides the means for institutional 
oversight through financial planning, coordination of budgets, and determining funding priorities. 
 
 
1.7.6   FINANCE AND PLANNING COMMITTEES 
 
1.7.6.1        Budget and Planning Committee 
                          
Duties of the Budget Committee 
 
The Budget Committee advises the President on budget policy and financial planning for 
the campus community and in these capacities will: 
 
-     Develop and recommend annually a five-year budget assumption model including       
tuition, room, board, and other revenue and expense increases or reductions for approval 
by the President and the Board of Trustees.  The model should recommend institutional 
funding priorities and budgetary guidelines consistent with the overall institutional plans. 
-     Make recommendations regarding the College’s budgetary processes. 
-     Monitor budget performance and review business plans of existing and new 
units/programs. 
 
Guidelines for the Budget Committee 
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-     To allocate resources in the best interest of the institution as determined by the College  
planning process. 
-     To reward and encourage excellent programs and new initiatives within or between 
units. 
-     To uphold and support units that make a special contribution to the College’s mission. 
 
Members of the Budget Committee 
 
Each member of the Budget Committee has a continuing, individual charge to serve as the 
steward of the campus community as a whole and to avoid behaving as a partisan advocate.  
The Committee shall have the following members: 
 
 (1)President 
 (6) President’s Cabinet (excluding General Counsel) 
 (1) Director of Human Resources 
(2) Academic Deans (one appointed by Provost and one elected by Council of    
Deans) 
 (1) Academic Senate Chair 
(1) Faculty Welfare Committee Chair 
(1) Staff Council Immediate Past Chair 
 (1) Director of Athletics 
 (1) Financial Aid Director 
(1) Director of Finance/Controller 
 
Administrative Support for the Budget Committee 
 





1.7.6.3   Campus Facilities Planning Committee 
    
The Campus Facilities Planning Committee, which is advisory to the President, provides 
the means for institutional facilities planning through the review of plans and standards for 
the physical development of the campus. 
 
Duties of the Campus Facilities Planning Committee 
 
The Campus Facilities Planning Committee advises the President on the physical 
development of the campus and in this capacity will: 
 
Review and make recommendations on amendments to the approved campus master plan. 
Review and make recommendations on all other plans, policies, and standards that impact 
the development of the campus.    
Review and make recommendations regarding the application and impact of approved 
plans, policies, and standards on all proposed major campus facility projects. 
Perform other advisory functions as requested by the President. 
 
Guidelines for the Campus Facilities Planning Committee 
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Make recommendations regarding plans, policies, and standards for the development of 
the campus that reflect and honor the College’s mission and traditions. 
Make recommendations for the best use of the physical resources of the campus that 
further the strategic initiatives of the College. 
Make recommendations for the best use of the physical resources of the campus that 
preserve or enhance the College’s existing architectural aesthetic. 
Make recommendations regarding the orderly, efficient, and attractive physical 
development of the campus giving particular attention to financial, functional, aesthetic, 
and sustainable considerations. 
 
Members of the Campus Facilities Planning Committee 
 
Each member of the Campus Facilities Planning Committee has a continuing, individual 
charge to serve as the steward of the campus community as a whole and to avoid behaving 
as a partisan advocate.  The Committee shall have the following members: 
 
-     Associate Dean for Residence and Community Life 
-     Associated Students of Saint Mary’s College Representative 
-     Chair Elect of Staff Council  
-     Chair of Academic Senate or Designee 
-     Chief Technology Officer or Designee 
-     Christian Brother Representative  
-     Council of Deans Representative 
-     Director of Architecture and Construction 
-     Director of Athletics or Designee 
-     Director for Finance/Controller 
-     Director of Public Safety 
-     Executive Director of the Physical Plant 
-     Faculty Welfare Committee Representative 
-     Vice President for Advancement or Designee 
-     Vice President for Finance, Committee Chair 
-     Vice Provost for Enrollment and Vice President for Communications or Designee 
-     Vice Provost for Undergraduate Academic Affairs or Designee 
  
Administrative Support for the Campus Facilities Planning Committee 
 
The Director of Architecture and Construction shall provide administrative support for the 




2.   FACULTY 
 
The faculty consists of all persons who are appointed by the President of the College to teach one 
or more courses. Administrators with faculty retreat rights are members of the faculty.  When a 
faculty member has been authorized to act in an administrative capacity (such as 
President, Provost, Vice Provost, Dean, Department Chair/Program Director), to the 
extent that the person’s job responsibilities are not pedagogical but administrative and 
supervisory, the relevant portions of the Staff Handbook apply and take precedence. 
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2.6.2.2   Faculty, Department and School Procedures 
 
   Sections 2.6.2.2 through 2.6.2.2.2 became effective July 1, 1998. 
 
There are three distinct types of review: promotion, tenure, and interim reviews.  In a given year a 
faculty member moving toward promotion and tenure can have overlapping reviews. In all cases, it 
is the faculty member's responsibility to be knowledgeable about his/her schedule for review.  
Department/School interim reviews, Rank and Tenure interim reviews, and tenure reviews occur 
according to the length of the candidate's in-residence probationary period.  Promotion reviews 
occur according to the candidate's placement on the salary scale (see section 2.6.2.1.2). 
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Note: The timing of promotion reviews by the Rank and Tenure Committee 
depends upon the candidate’s initial placement on the salary scale (see section 
2.6.2.1.2) 












2.6.2.3   Rank and Tenure Committee Procedures 
 






a. The Rank and Tenure Committee may conduct business with a quorum of seven six, 
regular members, but it endeavors to conduct business only when all seven regular 
members are present.  Any regular member who has a defined role (e.g., department chair 
or program director) in the recommendation for a candidate shall excuse him/herself from 
the voting.  If another member believes that he/she would not be able to cast a vote, 
then he/she will recuse himself/herself from the discussion and vote for that case. 
  
b. The alternate members of the Rank and Tenure Committee (see Election Procedures, 
section 1.7.3.5) attend Rank and Tenure Committee meetings in order to insure that the 
absence of a member(s) would not prevent conducting business in a timely manner.  If a 
regular member is absent, the alternate becomes a regular member for that meeting. 
 
c. If any member of the Rank and Tenure Committee judges that he/she has had insufficient 
time to read all pertinent materials of a particular case, he/she may request the case be 
continued to a later meeting. 
 
d. If a member of the Committee judges that the information submitted on a candidate for 
promotion or tenure is insufficient, he/she may move to table the voting until the 
Committee believes sufficient information is available. 
 
e. In making recommendations concerning cases involving interim review, promotion, 
and/or tenure, the Committee will vote by secret ballot.  Tally of votes is recorded only in 
the minutes.  
 
f. A minimum of five votes, either positive or negative, are required to make a 
recommendation for the Rank and Tenure Committee. A simple majority of the 
regular members of the Committee present is required to make a recommendation for the 
Rank and Tenure Committee.  Only positive or negative votes shall be cast.  In case of a tie 
vote, further discussion and a new vote will occur at the next meeting in which at least 
seven regular members are present unless the Committee decides otherwise by unanimous 
consent.  If a regular member believes that he/she would not be able to cast a vote, then 





2.6.2.4   Student Rank and Tenure Committee Procedures 
 
1. By September 1 of each year, the Provost shall present to the Student Rank and Tenure 
Committee chairperson the names of undergraduate faculty members of the Schools of Liberal 
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Arts, Science, and Economics and Business Administration, who will be considered for 
promotion and tenure review during that year. 
 
2. The Student Rank and Tenure Committee chairperson meets with the Rank and Tenure 
Committee at the latter's organizational meeting in the fall term to present a description of the 
student committee's techniques for evaluating and recommending candidates for tenure and 
promotion. 
 
3. Members of the Student Rank and Tenure Committee will endeavor to distribute teaching 
evaluation forms during the fall term in the classes of candidates for promotion and tenure.  
Members of the Student Rank and Tenure Committee will be given access through the Office 
of Academic Affairs to the previous year’s spring teaching evaluation forms for all such 
candidates.  Using that data, collected by the previous year’s Student Rank and Tenure 
Committee, the current Students Rank and Tenure Committee presents formal written 
recommendations on promotion and tenure to the Rank and Tenure Committee no 
later than January 15.   
 
4. The Student Rank and Tenure Committee presents formal written recommendations on 
promotion and tenure to the Rank and Tenure Committee no later than January 15.   
Members of the current Student Rank and Tenure Committee, coordinating with the 
Office of Academic Affairs, endeavor to distribute teaching evaluation forms at the end 
of the fall and spring terms in the classes of potential candidates for promotion and 
tenure the following year. 
 
5. During the Spring Term, members of the Student Rank and Tenure Committee assist 
the Office of Academic Affairs staff in conducting course evaluations for those 
instructors potentially under review by the Faculty Rank and Tenure Committee the 










Saint Mary’s College of California is committed to creating and maintaining a community in which 
all persons who participate in Saint Mary’s programs and activities can work and learn together in 
an atmosphere free of all forms of discrimination, exploitation, intimidation, or harassment 
(including sexual) based on a legally protected characteristic or status.  Every member of the Saint 
Mary’s community should be aware that Saint Mary’s will not tolerate harassment or discrimination 
on the basis of race, color, religion, national origin, ancestry, age, gender, sexual orientation, marital 
status, medical condition, or physical or mental disability, gender stereotyping, taking a 
protected leave (e.g., family, medical, or pregnancy leave), or on any other basis protected by 




2.9.2.1.2 Reporting Procedures and Resources for Addressing Complaints of Discrimination,   
  Harassment (including Sexual) and Retaliation 
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Saint Mary’s has in place internal procedures to investigate and address complaints of 
discrimination, harassment (including sexual), and retaliation as described in this Policy.  These 
procedures are intended to assure fairness and to maintain confidentiality in the process of 
responding to complaints.   
 
Complaints of discrimination and harassment, including sexual harassment or sexual assault, based 
on the protected characteristics above and/or retaliation that involve employees (faculty and staff) 
or visitors to the College (e.g., contractors, vendors, volunteers or non-student guests) should be 
reported promptly to the Director of Human Resources, who is responsible for overseeing Saint 
Mary’s compliance with this Policy and who will determine the appropriate next step for 
investigation and resolution. All members of the Saint Mary’s community shall cooperate fully with 
the Director of Human Resources in the fulfillment of her/his responsibilities.  
 
Complaints of discrimination and harassment, including sexual harassment or sexual assault, based 
on the protected characteristics listed above and/or retaliation involving students or student 
visitors should be reported promptly to the Associate Dean of Student Life  who will initiate the 
appropriate student discipline process to address those complaints. 
 
Individuals who believe they have experienced discrimination, harassment and/or retaliation are 
also free to contact the Equal Employment Opportunity Commission and/or the California 
Department of Fair Employment and Housing to pursue external legal remedies 
 
 
2.9.2.2.4      Sanctions 
 
The procedures for investigating alleged Sanctions for violations of the College’s Amorous 
Relationship Policy and the sanctions for violations of this policy are the same as the 
procedures and sanctions those for violations of the College’s Non-Discrimination (Sexual 
Harassment) and Retaliation Policies. 
 
 
2.9.2.2.4      Sanctions 
 
The process for investigating alleged Sanctions for violations of the College’s Amorous 
Relationship Policy and the sanctions for violations of that policy are the same as processes 




2.10.1   SABBATICAL LEAVE 
 
2.10.1.3   Review 
 
Sabbatical awards are made to faculty upon the formal recommendation of the Chair and the Vice 
Chair of the Educational Policies Board (EPB), representing the views of the Undergraduate 
Policies and the Graduate Policies Committees, with the approval of the Provost and the President.  
Full-time, tenured faculty submit their applications to the Dean for Mission and Faculty 
Development chair of the EPB.  The Chair of the EPB is responsible for collecting cost estimates 
for each proposal from the appropriate Dean (who will have consulted with the appropriate 
department chair or program director), and forwarding them to the Provost.  Sabbatical leaves carry 
4/7ths salary for the year or full salary for a half-year absence (includes January Term).  Christian 
Brothers awarded a sabbatical should arrange an appropriate stipend with the President.  
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All proposals for sabbatical leave must be submitted to the Dean for Mission and Faculty 
Development Chair of the EPB, and must contain specific information on the applicant's 
eligibility pursuant to the preceding criteria in section 2.10.1.2.  The application must clearly define 
a) how the sabbatical will be spent; b) how it will promote the professional growth of the applicant; 
c) how it will benefit the College; d) how it will contribute to the applicant's discipline; and e), 
whether the sabbatical project will result in publication, seminar, lecture, meetings, readings, 
performances, etc.  All proposals will include a current curriculum vitae.  Faculty who are applying 
for a sabbatical which will occur in the year in which they will be considered for promotion should 
make timely arrangements for student Rank and Tenure evaluations, for incomplete files may delay 
the consideration of their promotion case by the Rank and Tenure Committee. 
 
Although each application will be reviewed on its individual merits, the number granted in any year 
will be subject to available financial resources.  Sabbatical leaves are not automatic after any stated 
period of service, but are awarded based on consideration of the merits of the proposal.  The 
principal criterion in judging a request for sabbatical leave is the extent to which it is expected to 
enhance the professional development of the faculty member.  The expected degree to which the 
results of the sabbatical leave will contribute to the life of the College and the applicant's discipline 
will also be considered. 
 
2.10.1.4   Sabbatical Protocols and Timeline for Consideration 
 
1. On or before August 15th, Prior to making an application for sabbatical, applicants will 
consult with the Dean for Mission and Faculty Development to assess their eligibility for 
sabbatical leave. 
 
2. Upon verification of eligibility, applicants will submit their proposal to the Dean for Mission 
and Faculty Development Chair of the EPB, and to their department chair or program 
director on or before September 1 of the year preceding the academic year of the proposed 
sabbatical.  The chair or program director upon receipt of the proposal, will forward to the 
Dean of the School a brief explanation of the staffing arrangements which will need to be 
made in the applicant's absence, together with an estimate of the expected costs.  (Normally, 
sabbatical faculty are either not replaced or are replaced with part-time faculty; the use of pro-
rated or temporary full-time faculty must be approved in writing by the Provost.) 
 
3. The Dean of the School will review the explanation of staffing arrangements and cost 
estimates, amend them if necessary, and confirm the estimate by countersigning it.  In the 
event of multiple requests from any one department/program, the Dean must approve their 
timing.  The Dean will forward each explanation of staffing arrangements replacement cost 
estimate to the Dean for Mission and Faculty Development chair of the EPB, on or before 
September 15 of the year preceding the academic year of the proposed leave. 
 
4. The Dean for Mission and Faculty Development will compile and forward to the 
Provost all information regarding staffing arrangements. The Chair of EPB will assure 
that cost estimates related to particular sabbatical proposals are forwarded in each case to the 
Provost, This information will but they are not be distributed to EPB members nor 
considered by the special review subcommittee or the EPB in the deliberations concerning the 




2.14.2   LONG-TERM DISABILITY INCOME BENEFITS 
 
All ranked faculty and Adjunct Faculty teaching 6 or more courses per academic year on an annual 
basis are covered by long-term disability insurance.  Coverage begins on the first day of the month 
following 30 days of employment. The full cost of this coverage is paid by the College.  Under the 
plan, 60% of annual salary to a maximum of $7,500 per month is payable to an employee who is 
unable to perform the duties of his/her job, as determined by a physician.  After a 90-day 
elimination period, the Human Resources office will process a claim for benefits under the policy.  
The eligible faculty member will receive an annual cost of living adjustment until age 65, 
until death occurs, or until he/she is able to resume his/her normal duties. Lecturers are not 
eligible for coverage regardless of the number of courses, units, or workshops they teach per 
academic year. 
 
2.14.3   MEDICAL PLANS HEALTHCARE ALLOWANCE 
 
The College provides a monthly healthcare allowance for full-time ranked and adjunct faculty 
(those teaching 6 or more courses per academic year) which allows the individual to choose the 
appropriate programs and levels of coverage under the available health, dental and vision plans.  
Adjunct faculty teaching 5 courses receive a prorated benefit of 71.4% of the approved allowance.  
Any premiums above the approved healthcare allowance are deducted on a pre-tax basis from the 
faculty members regular paycheck.  Lecturers are not eligible for coverage regardless of the number 
of courses, units or workshops they teach per academic year. 
 
Faculty may choose between the programs listed below: 
 
Health Insurance:  
Health Net Health Maintenance Organization (HMO) High or Low Option 
Kaiser Health Maintenance Organization (HMO) High or Low Option 








Vision Service Program 
Safeguard Vision  
 
Coverage for any of these programs begins the first day of the month following 30 days of 
employment.  Applications are required and can be obtained from the Human Resource office. 
 
 
The College provides comprehensive medical plans for all ranked and adjunct faculty teaching six 
or more courses per academic year.  That coverage is provided either through Health Net POS 
(Point of Service), Kaiser Health Plan, or Health Net (HMO).  The latter two are qualified health 
maintenance organizations.  The College pays up to a fixed dollar amount which is determined on 
an annual basis.  Any additional premium costs are paid by the employee on a pre-tax basis through 
payroll deduction.  All ranked faculty teaching four or more courses per academic year and Adjunct 
faculty teaching five courses or more courses per academic year are also eligible for coverage.  In 
such cases, the College contribution will be reduced based on the percentage of full time worked.  
Ranked and adjunct faculty teaching five courses per academic year are also eligible for coverage, in 
which case the College contribution will be pro-rated based on the percentage of full-time worked.  
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Ranked faculty teaching fewer than five courses per academic year are not eligible for coverage, 
though they may continue their participation in their health plan by paying the full premium costs.  
Employees must enroll in one of the programs within the first 30 days of employment. Coverage 
begins on the first day of the month following 30 days of employment.  Rates and applications for 
coverage may be obtained from the Human Resources office.  Lecturers are not eligible for 
coverage regardless of the number of courses, units, or workshops they teach per academic year. 
 
2.14.4     GROUP DENTAL INSURANCE 
 
All ranked faculty and Adjunct Faculty teaching 6 or more courses per academic year may elect to 
participate in one of the programs offered by the Delta Dental Program.  Coverage for either 
program begins on the first day of the month following 30 days of employment.  The cost of 
employee coverage is paid by the College, and employees are responsible for dependent coverage 
through pre-tax payroll deductions. Lecturers are not eligible for coverage regardless of the number 
of courses, units, or workshops they teach per academic year.    
 
2.14.5   GROUP VISION INSURANCE 
 
All ranked faculty and Adjunct Faculty teaching 6 or more courses per academic year are eligible for 
group vision coverage.  The benefits include annual eye exams and lenses.   Coverage begins on the 
first day of the month following 30 days of employment.  The College pays 100% of the monthly 
premium for the employee and the employee pays for dependent coverage through pre-tax payroll 
deductions. Lecturers are not eligible for coverage regardless of the number of courses, units, or 




2.14.6    WORKERS’ COMPENSATION   
 
All employees, including Brothers, are covered by Workers’ Compensation Insurance which is paid 
for by the College for work-related injuries or illnesses, as required by law.  The coverage is 
effective on the first day of employment and is automatic.  Benefits include payment of all 
approved medical expenses related to an accident or illness, as well as weekly benefits.  Claims must 
be filed with the Human Resources office immediately after sustaining an injury or illness, and the 
faculty member will be directed to the appropriate medical treatment center. 
 
2.14.9   RETIREMENT 
 
1. Social Security/Medicare.  All employees are covered by law and have a Social Security 
deduction made from their pay which is matched by the College.  The amount deducted is paid 
into a Social Security account for each employee.  Social Security provides retirement benefits 
and disability and survivorship plans. 
 
2. TIAA/CREF Retirement Plan.  All faculty with the rank of Instructor, Assistant Professor, 
Associate Professor, or Professor are eligible to participate in the TIAA/CREF retirement 
program after the completion of one year of service at Saint Mary's College or one academic 
year of prior full-time service with an institution of higher education, or already own 
TIAA/CREF contracts and  have attainmented of age 21.  The College contribution is equal to 
at least 8.25% of the employee's monthly earnings (effective July 1, 2001), whether or not the 
employee contributes to the program.  A tax-deferred option is available for those faculty who 
wish to reduce their taxable income by $25.00 or more, up to limits established by the Internal 
Revenue Service., and a Reduced Services Plan for full-time faculty is also available.  Voluntary 
additional contributions are placed either in regular or group Supplemental Retirement 
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contracts and are made on a tax-deferred basis.  Supplemental Annuity contracts allow a loan 
provision and lump sum distributions at termination. 
 
3. Full- and part-time faculty may contribute to the TIAA/CREF program at any time.  Although 
the College permits the voluntary selection of alternative carriers for employee contributions, it 
will not contribute to any carrier other than TIAA or CREF. 
 
Applications and Salary Reduction Agreements are available from the Human Resources office and 
must be completed before any contributions from either the employer or the employee can begin.   
 
2.14.10   TUITION REMISSION WAIVER AND EXCHANGE PROGRAMS 
 
2.14.10.1 TUITION REMISSION WAIVER PROGRAM 
 
Full tuition remission for attendance at any and all Saint Mary's College’s undergraduate programs 
excluding doctoral programs and courses offered in inter-institutional or contract programs 
except Nursing and contract education programs is granted to sons and daughters (who have 
met the qualifications for admission) of full-time faculty who have completed one academic year of 
full-time employment and are currently employed, and to the nieces and nephews of Christian 
Brothers (i.e., children of their brothers or sisters who have met the qualifications for admission) 
currently assigned to and employed by the College. 
 
To be considered eligible for a tuition remission, a son or daughter must be a dependent for tax 
purposes, must have enrolled before attaining age 21, and must meet the normal admission 
requirements of the College and of the academic program for which application is made. 
 
Current full-time faculty and their spouses, after completion of one academic year of employment, 
are eligible for a 100% tuition allowance for a maximum of one course per semester, quarter, or 
term. 
 
2.14.10.2 TUITION EXCHANGE PROGRAM 
 
The Tuition Exchange Program provides a national scholarship exchange program for dependents 
of eligible employees with over 550 participating institutions throughout the United States and the 
United Kingdom.  Approximately 3,000 students receive scholarships annually. 
 
Colleges and Universities participating in this program have agreed to waive tuition for eligible 
dependents from other member institutions.  The primary obligation of a member institution is to 
maintain a balance between “exports” (students applying for admission to a partner institution) and 
“imports” (students applying to Saint Mary’s). 
 
All students must seek admission to the partner institution and meet any applicable admission 
requirements.  
 
Eligible Employees:  All full-time ranked and adjunct faculty currently teaching six (6) or more 
courses per academic year and staff, working 30 or more hours per week, 12 months per year, and 
who have completed one (1) year of employment with dependent children (as defined by IRS) 
under the age of 25 are eligible to apply for scholarships. 
 
Application for the Tuition Exchange Program does not guarantee acceptance to a 
member institution.  All students must seek admission to the partner institution and meet 
any applicable admission requirements.  For further detailed information and the official 
policy contact Human Resources. 
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Eligible Dependents:  Sons and daughters of eligible employees who are considered by the Internal 
Revenue Service to be legal dependents, and who have enrolled in or have applied to member 
institutions prior to attaining age 25.  Verification of dependent status is required.  Participation in 
this program is in lieu of eligibility for enrollment at Saint Mary’s College. 
 
Scholarship:  Two (2) exports are allowed per academic year for a total of eight (8) exports after an 
initial four-year phase-in period.  This total amount of export scholarships may be decreased if 
there are not enough offsetting import scholarships. 
 
A tuition waiver for up to four (4) years of full-time undergraduate degree study provided the 
student maintains continuing eligibility.  Room, board and fees are normally NOT included in the 
scholarships offered by the host institution.  Those institutions with very high tuition rates are 
allowed to award less than full tuition.  Most institutions will reduce their scholarship by the 
amount of other grants available to the students.  
 
Excluded from scholarship are part-time study, graduate study, study in a non-degree program and 
study for a second undergraduate degree.  
 
Application:  Application for the Tuition Exchange Program does not guarantee acceptance to a 
member institution or insure a scholarship.  By October 1st of each academic year the College will 
be able to determine the number of Tuition Exchange Scholarships available based on the current 
number of imports and exports and the continuing eligibility of dependents enrolled the previous 
year.  Applicants must complete the “Application for Tuition Exchange Scholarship” form and 
return it to Human Resources not later than October 31st. 
 
Human Resources will verify and determine eligibility and inform the employee/parent of the 
dependents’ priority by November 15, based on the following procedure: 
 
• If the number of applicants is equal to or less than the number of scholarships (normally two 
per academic year) all applicants will be given the opportunity to apply to a partner institution.  
If the number of applicants exceeds the allowed number of exports, applicants will be selected 
as follows: 
 
1. First priority will be given to the student applicant whose employee/parent has the longest 
continuous full-time employment at Saint Mary’s College.  If the number of applicants 
exceeds the number of scholarships, half of the scholarships will be assigned to the faculty 
pool, i.e. the pool of applicants with a faculty parent, and half to the staff pool. Each pool 
will be ranked by years of continuous full-time service by the parent.  If there are an odd 
number of scholarships, the remaining one shall be allocated by ranking all applicants in 
the same manner.) 
 
2. Within each pool, the top-ranked applicants will be selected to apply to other consortium 
schools, while alternates will be determined by order of ranking.  If no member of one 
pool desires to pursue an application for a scholarship assigned to it, that scholarship shall 
then be reassigned to the other pool. 
 
3. If more than one employee/parent within a pool has the same continuous years of full-
time service, ranking will be based on the date of submission of the application to Human 
Resources or, in the event of a tie, a drawing. 
 
Applicants who are not selected will be placed on a list as alternates in priority order based on the 
sequencing described above.  Alternates who are not selected but choose to enroll in a partner 
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institution on their own may reapply for Tuition Exchange the next academic year.  In the event 
that a recipient fails to earn admission to a partner institution, chooses to enroll in a non-tuition 
exchange institution or otherwise forfeits the right to receive the scholarship (i.e. resignation of 
parent, ineligible dependent status, etc.,) alternates will be selected in the priority order listed above.  
 
Awardees must inform Human Resources no later than April 15th that they have been accepted and 
have enrolled in a host institution.  Scholarship winners who fail to meet this requirement will 
forfeit their awards to an alternate on the waiting list.  Awardees who decide not to use their 
scholarship must notify Human Resources at the earliest possible time so that alternates can be 
notified.  
 
Continued Eligibility:  Students will receive up to eight (8) semesters of tuition.  Continued 
participation depends upon yearly re-certification.  Accordingly each recipient MUST: 
 
• Submit a transcript of their academic records to Human Resources within one  
month of the end of their academic year, AND 
 
• Complete a “Scholarship Renewal” form and submit it to Human Resources no  
later than August 1st.  
 
Human Resources will verify and notify the employee/parent of the dependents’ continuing 
eligibility.  Human Resources and the host institution must be notified immediately if the awardee 
takes a leave of absence or otherwise interrupts enrollment. 
 
2.14.11  REIMBURSEMENT ACCOUNTS 
 
Faculty who teach four or more courses per academic year (paid over 24 pay periods per year) 
are eligible to take advantage of the health and/or dependent care reimbursement accounts.  Open 
enrollment for these accounts occurs in December for a calendar year effective date.  Enrollment 
in these programs are not automatic and must be recalculated annually. 
 
Employees estimate each year the predictable expenses that may be incurred and not covered by 
their medical, dental and/or vision insurance.  These amounts are reduced from the regular 
paycheck on a semi-monthly pre-tax basis.  Once the expenses are incurred, a claim form is 
submitted and reimbursement occurs.  For additional information and legal definitions, contact the 
Human Resources office. 
 
 
2.14.12     MISCELLANEOUS 
 
Safety Program: It is the policy of the College to have a safe and healthy workplace.  Employees are 
expected to adhere to all safety rules, follow established safe work practice and exercise caution in 
all work activities. 
 
College employees ordinarily are offered attendance to academic, cultural and artistic 
events, student-sponsored events and athletic events on campus; attendance is either free 
or at reduced prices.  Normally faculty or staff I.D.’s are needed for most campus events. 
 
Lunchrooms are available for all staff and faculty.  Sodexho offers the purchase of “Flex 
Dollars” to use in any of the eating establishments on campus at a discount. 
 
Moraga School District Attendance Policy: A pupil whose parent or legal guardian is employed 
within the boundaries of the Moraga School District is considered to have complied with residency 
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requirements (AB 2071).  Admission to Moraga schools, however, is based on a review of space 
availability, student's citizenship record, additional services required by the student, and any other 
factors affecting the interest of the student or the District. 
 
Certain organizations outside the College offer benefits to College employees.  The Bookstore 
offers staff discounts.  Metro 1 Credit Union offers personalized banking services. and an ATM 
on campus.  Liberty Mutual Insurance Groups sponsors group automobile and homeowners 
insurance. A Bank of America ATM is located in Ferroggiaro Hall for cash withdrawls. Some 
amusement parks and local merchants offer discounts to College employees. 
 
 
2.14.10        EMPLOYEE ASSISTANCE PROGRAM 
 
The Employee Assistance Program (EAP) is a free, confidential referral and counseling service for 
full-time employees, retirees and their family members designed to help balance the challenges of 
home, work, and contemporary life.  EAP specialists can help with marital and relationship 
counseling, education planning, child and elder care, alcohol and drug abuse, emotional stress, legal 
assistance, and debt management.  To access the EAP services, call 1-800-234-5465 695-9355. 
 
 
  VOLUNTARY PROGRAMS 
 
Pre-paid Legal Services provides confidential access to legal services through a selected and 
monitored legal service network.  Services include unlimited telephone consultations, letter and 
phone calls on your behalf, review of documents, representation for moving traffic violations, 
IRS audits, trial defense services and access to an attorney 24 hours a day 7 days a week in the 
event either you or a family member is arrested or detained. 
 
United States Savings Bonds may be purchased by payroll deduction.  The interest earned on 
these bonds is exempt from state and federal income tax and is deferred until they are cashed.  
The interest accrues monthly and compounds semiannually and can be cased in after six 
months. 
 
Liberty Mutual offers employees of Saint Mary’s College discounted homeowners and 
automobile insurance at competitive rates. 
 
UNUM/Provident Insurance Company offers participation in voluntary Critical Illness and 
Interest Sensitive Life Insurance programs.  Enrollment in these programs are offered 
annually, during the open enrollment period with no medical verification or certification 
required. 
 
Voluntary Life Insurance is provided by Sunlife of Canada for those wishing to exceed the 
College’s benefit.  Employees may apply for additional life insurance amounts for themselves, 
spouse and children at competitive prices and with the ability to convert these amounts to 
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3.2.1   TRADITIONAL UNDERGRADUATE ACADEMIC CALENDAR 
 
For the traditional undergraduate programs, classes for the fall term customarily begin on the Monday 
before Labor Day.  The fall term runs for fifteen weeks, including a final examination week.  The third 
(or fourth) Friday in October and Thanksgiving recess (Thursday and Friday) are holidays in the fall.  
Classes for the January term begin on Registration for the January term is customarily the first 
Monday after January 1.  Classes for the January term begin on registration day and continue for four 
weeks.  After a one-week break, the spring term commences (i.e., five weeks after the start of the 
January term); , and classes begin on Monday.  The term lasts for fifteen weeks, including a final 
examination week, the only holidays being the week preceding Easter through Easter Monday.  The 
spring term ends after Commencement exercises take place.  
 
3.2.3   TRADITIONAL FINAL EXAMINATION SCHEDULING 
 
In order to reduce the possibility of a student's having several hours of examination on the same 
day, faculty are required to conduct such examinations in accordance with the following schedule of 






























Late afternoon and evening classes will have their examinations during final exam week, either at 
the regular class time or at a time arranged by the instructor with the students.  Four or five days a 
week classes will have their examinations at the time scheduled for MWF classes. 
 
Traditional Undergraduate Final Examination Schedule 
Examination Days: Monday, Tuesday, Wednesday, Thursday 
Regular Class Schedule: 
Days                       Beginning Time  
Final Examination Held: 
Day                                    Time  
MWF  08:00  Monday W 9-11 1-3 
MWF  09:10  Wednesday T 9-11 1-3 
MWF  10:20  Monday 11:30-1:30 
10:30-12:30 
MWF  11:30  Wednesday M 11:30-1:30 8-10 
MWF  12:40  Wednesday  2-4 10:30-12:30 
MWF  02:15 1:50 Monday  Th 2-4 8-10 
MWF  03:20 between 3-5pm Thursday  2-4 1-3 
MW  04:30   Monday  Class Time  
MW 06:00 or later Wednesday M Class Time 
TTh  08:00  Tuesday  9-11 8-10 
TTh 09:40  Thursday M 9-11 1-3 
TTh 11:20  Tuesday  11:30-1:30 
10:30-12:30 
TTh 01:10  Thursday W 11:30-1:30 8-10 
TTh 02:50   Tuesday Th 2-4 10:30-12:30 
TTh 04:30 Thursday  Class Time  
TTh 06:00 or later Tuesday Class Time 
